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Receiving Large Files from an External Recipient User Guide

Overview

This document provides the steps to receive large files from an external recipient using Office 365 (0365)
OneDrive.

Procedure
Step 1: Login to 0365 online using work email address and
password. B Microsoft
Sign in
Email, phone, or Skype
MNo account? Create one!
Can't access your account?
Step 2: Select the Apps menu, then select OneDrive. ke Microsoft 365 >

Apps
& outiook
il word B oxcel
@ rowerroint [ onenote
B sharcpoint [ Teams
m Yammer P Power Auto...
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https://www.microsoft365.com/?auth=2&home=1

Step 3: Change OneDrive view to New List Experience
View, if the Classic View displays. If the menu above your DOCU me I’]’[S
folders and files has symbols in dark teal and is missing the
Automate and Power Apps options, this is the Classic View. @nNew A Upload  © sync v
Change to the New List Experience view, if necessary:

a. Click Settings icon in upper menu, by your picture or initials.

b. Select Show Ribbon from the Settings menu. Settings X

OneDrive

Site contents
Site settings

Show Ribbon
c. Theribbon displays. Select Library = Library Settings icon.
LIBRARY }
Modify View . Current View: r] Export to Excel | . =

1 [1] Create Column - l I -S E’%’ Open with Explorer A % L ﬂ‘

ate Tags & E-maila  Alert RSS Sync  Connect to Connect to Form Web  Edit  New Quick | Library

ew Navigate Up 1-30 Notes Link Me ~ Feed QOutlook Office Parts « Library Step Settings

Manage Views Tags and Notes Share & Track Connect & Export Customize Library

d. Library Settings display. Select General Settings section > Advanced General Settings

Settings.

@ List name, description and navigation

@ Versioning settings

Cﬂ Advanced setti ngs)

B Validation settings

a Column default value settings
8 Audience targeting settings
= Rating settings

8 Form settings

e. Scroll to the bottom of the Advanced Settings page to the List experience section.
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f. Select the New experience radial button.

g. Click OK. This will List experience
automatically return to Select the experience you want to . ]
the previous menu use for this list. The new (O Default experience for the site

q q . ’ experience is faster, has more
Advance Settlngs. Le?fturest, Zmdlworks better across O Classic experience
ifferent devices.

Display this list using the new or classic experience?

h. Click your Apps Menu
icon. it ) OneDrive

i. Select OneDrive again. s Microsoft 365

Apps
& outiook
Il word B oxcel
@ rowerpoint I oneNote
B sharcpoint [ Teams
K Yammer P Power Auto...

j. The OneDrive ribbon displays the New List Experience view. This view will remain unless changed.

1 Upload ™ {3 Sync #% Automate ™ <& Power Apps

Step 4: Create a OneDrive folder where you want the large file dropped. My files
You can use any of your existing folders or create a folder specifically for this

purpose. In this example, the folder is named Requested Large Files.
N Name

|
O “Requested Large Files
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Step 5: Select the radial button next to the folder where you want the file(s) be dropped.

My files

Select the radial
butten beside the

ame
folder

(/] “Requested Large Files =2

m |2 Share @ Copy link \L Download @ Delete ED Rename #% Automate fo Moveto (U Copy to

Modified |

About a minute ago

K 1 selected
Once you have set the radial button to the side of the folder EZ Request files
you have set up for this process, select the three horizontal
dots, and select the Request files option 0 Alert me

[} Manage my alerts

Modified By File size | T—

0 items Private

a. Click the elipse (three dots) on the menu ribbon.

b. Select the Request files menu option.

Step 6: The Request files for this folder popup displays.
a. Enter a description of the file name(s) or type of

information requested from the external party in
the text box. External recipients of this emailed
request will only see the file description you’ve
entered and can only upload files to the
designated folder. They can’t see or modify
anything in this folder.

b. Click Next.

Request files for this folder

EJ Let the recipients know which files you're requesting.

|Emer a description

Please type a name for the request.

Recipients will only see the file description you've entered and can only upload files
to this folder.

Next

‘ Cancel ‘

Step 7: The Send file request screen displays providing a link to the selected folder. You can send the link information by

either method listed:

a. Click Copy link button and paste link into a
separate Outlook email, if you want to send a
separate email; or

b. Enter the the external party’s email address, type
a message, then select Done button to send an
email directly from the Send file request screen.
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Send file request

Here's the link people can use to upload files

https://officemgmtentserv-my.sharepoint.com/:f./g/persc Copy link

EJ Anyone with the link can upload files

Or you can send it via email

To: Name, group or email

Message...
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Step 8: How the external party uploads files to you:

. . File request
a. The external party receives an email from you.

To @

@This message was sent with High importance,

b. External party clicks the provided link.
File Requerst Test

c. External party will be taken to a browser tab providing details on who is
requesting the files and any description or message you provided.

is requesting files for

The Test File

d. Click Select files to identify files to be shared.

e. External party opens their browser, navigates to the file(s) they are sharing and selects the file(s).

L open x
+ <« OneDrive - State of Oklahoma » v ] = Search Knowledge Base
Organize * Mew folder = O @
£ ame tatus ate modi i\éc ype
g N S D lified Typ (o)
I How to Share Large Files With External Recipients.pdf = 6/16/2023 12:42 PM Adobe Acrobat
¢ Microsoft Excel
= . Microsoft Excel
¢ Microsoft Excel
3
Adobe Acrobat
Wy < >
File name: |How to Share Large Files With External Recipients.pdf v| All files (*.7) S
f. Click Open.
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g. When prompted, external party enters their First and is requesting files for

Last names in the text boxes.

h. Select Upload button.

The Test File

How to Share Large Files With External R...

o

Add more files otal 1file 223 KB

First name * Last name *

Step 10: How do you retrieve the files once they’ve been uploaded?

a. You will receive an email notification that files have been uploaded.

b. Navigate to the
designated folder on
your OneDrive app
via 0365 or your
Windows File
Explorer.

From: SharePoint Online <no-reply@sharepointonline.com>

Sent: Thursday, June 15, 2023 1:24:47 PM

To:

Subject: [EXTERNAL] uploaded new files to your request for The Test File

This Message Is From an External Sender
This message came from outside your organization.

v

New files were uploaded to your request for "The Test
File"

1943939 shoudl return to main menu.PNG

See new files|

If you experience any problems with this process or certain types of files are blocked from being shared,
please submit a ticket through the Service Portal and our Cyber Command - Defense team will review your
issue for possible resolutions. Some types of files may still be too risky to be shared. If that is the case, our

team will advise you.
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https://oklahoma.gov/omes/services/information-services/is/service-desk.html

